
 
 
 
 

North Dakota Department of Transportation 
Safety Division 

Traffic Safety Office 
 

TRAFFIC SAFETY OFFICE  
OPERATIONS MANUAL 

 
 

 
 
 
 

Revised April 2012 

javascript:edit(74282)


 
 
 
 

North Dakota Department of Transportation 
Safety Division 

Traffic Safety Office 
 
 
 
 
 

Francis G. Ziegler, P.E. 
NDDOT Director 

 
Linda Butts, Deputy Director 
Driver and Vehicle Services 

 
Mark Nelson, Director 

Safety Division 
 

Karin Mongeon, Manager 
Traffic Safety Office 

 
www.dot.nd.gov 

 
 
 
 
 

 

http://www.dot.nd.gov/


North Dakota TSO Policy Manual-Master Table of Contents January 2012 

Chapter I 
Introduction 

 
I. Introduction  

A. Background and Purpose 1-2 

B. Updating Manual 1-2 

C. Reference to NDDOT Policies and Procedures 1-2 

D. Federal Laws and Regulations 1-2 

i. Highway Safety Act of 1966 1-3 

ii. USDOT Common Rule 1-3 

iii. Other Applicable Office of Management and Budget Circulars 1-3 

E. State Highway Safety Agency Structure and Mission 1-3 

i. State and NDDOT Hierarchy 1-3 

ii. TSO Position Descriptions and Fund Sources 1-4 

F. State Laws and Federal Regulations Governing Delegation of Authority for the State  

    Highway Safety Office 

1-4 

i. Delegation of Authority – State Laws 1-4 

      ii. Delegation of Authority – Federal Regulations 1-5 

            Table 6.  Delegation of Signature Authority 1-6 

G. Roles of Federal Agencies 1-6 

i. National Highway Traffic Safety Administration (NHTSA)  1-6 

      ii. NHTSA Regional Offices 1-7 

     iii. Federal Highway Administration (FHWA) 1-8 

     iv. FHWA Regional Office 1-8 

      v. FHWA Division Office 1-8 

 
Chapter II 
Planning 

 
II. Planning 2-2 

A. Overview 2-2 

B. Highway Safety Performance Plan Development Process and Calendar 2-2 

Table 2. HSP Development Process Calendar 2-3 

C. Coordination with the State Strategic Highway Safety Plan 2-4 

D. Identification of State and Local Problems (Data Analysis Procedure) 2-4 



North Dakota TSO Policy Manual-Master Table of Contents January 2012 

Table 3. Categories of Traffic Safety Data 2-5 

Table 4. Questions to Help with Data Analysis and Problem Identification 2-6 

Table 5. Information that May Be Applied to Problem Analysis 2-6 

E. Key Program Areas, Goals and Strategies 2-6 

Table 6. National Highway Safety Priority Program Areas 2-7 

F. Performance Measures 2-7 

G. Public Outreach 2-8 

H. Funding Priorities 2-9 

I. Benefit to Locals 2-9 

J. Transfer/Incentive Funds 2-11 

K. Three Years Plus One Federal Obligation Restriction 2-12 

L. Fund Liquidation 2-12 

Chapter III 
Project Development  

 
III. Project Development 3-2 

A. Overview 3-2 

B. Request for Proposal and/or Application 3-2 

C. Grant Guidance Manual 3-3 

D. Grant Development Calendar 3-4 

Table 7. Grant Development Calendar 3-4 

E. Contract Preparation Process  3-5 

i. Time Period  3-5 

ii. Problem Identification 3-5 

iii. Agency Qualifications 3-5 

iv. Project Goals 3-6 

v. Project Activities 3-6 

vi. Performance Measures/Evaluation 3-7 

vii. Budget 3-8 

viii. Contractual Services 3-9 

ix. Travel and Subsistence 3-10 

x. Grant Extensions 3-10 

xi. Subgrantee Matching Funds 3-10 

xii. Other Contract Stipulations 3-10 



North Dakota TSO Policy Manual-Master Table of Contents January 2012 

Chapter IV 
Grant Selection and Execution 

 

 
Chapter V 

Grant Administration and Management 
V. Grant Administration and Management 5-3 

A. Overview 5-3 

B. Grant Management 5-3 

     C. Submission of Claims 5-3 

IV. Grant Selection and Execution 4-2 

A. Proposed Grant Application Submission Process 4-2 

B. Grant Application/Distribution Log 4-2 

C. Grant Selection Process 4-3 

i. TSO Initial Review 4-3 

ii. Grant Review Team 4-4 

iii. Grant Proposal Evaluation Procedure 4-4 

iv. Grant Negotiations 4-4 

v. Award 4-5 

vi. Debriefing Conferences 4-5 

D. Final Contract Preparation 4-5 

 i. Special Conditions 4-5 

ii. Signatures 4-5 

iii. Certification 4-6 

E. NHTSA Equipment Purchase Approval of $5,000 or More 4-7 

F. Reporting Requirements 4-8 

i. Regular Progress Reports 4-8 

ii. Final Progress Report 4-8 

iii. Special Progress Reporting 4-8 

G. Contract Revisions 4-9 

H. Traffic Safety Office Internal Administration Process 4-9 

i. P&A Match Requirement 4-9 

ii. TSO Employee Time Allocation and Certification Requirement 4-10 

iii. TSO Invoicing and Reporting 4-11 



North Dakota TSO Policy Manual-Master Table of Contents January 2012 

     i. Conditions 5-3 

     ii. Payment Procedures 5-3 

     iii. Documentation 5-4 

     iv. Advances 5-4 

     v.  Costs Incurred 5-4 

      D. Public Information and Education (PI&E) 5-4 

     i. Materials 5-4 

     ii.  Advertising 5-5 

           iii. Sports Marketing 5-6 

     E. Procurement of Goods and Services – Contracts 5-7 

     F. Food/Beverage Costs  5-7 

    i. TSO and Subgrantee Purchases – Federal Requirements 5-7 

    ii. TSO Purchases – State Requirements 5-8 

     G. Property Management 5-8 

    i. Federal and State Requirements and Thresholds 5-8 

    ii. Subgrantee Property Management Systems 5-9 

    iii. Subgrantee Property Records Requirements 5-9 

    iv. Subgrantee Inventory 5-9 

    v. TSO Inventory 5-10 

    vi. Disposition 5-10 

     H. Subgrantee Travel 5-11 

     I. Indirect Costs  5-12 

     J. Timekeeping 5-13 

     K. Program Income 5-14 

     L. Supplanting 5-15 

     M.  Grant File Maintenance 5-15 

     N.  Monitoring 5-16 

    i. Purpose 5-16 

    ii. Types of Monitoring 5-16 

    iii. Major Elements of Monitoring Procedures 5-16 

         Table 8. Monitoring Criteria 5-17 

    iv. Ongoing Monitoring 5-17 

    v. On-site Monitoring 5-18 

         Table 9. Source Documents Reviewed During On-Site Monitoring 5-19 

         Table 10. On-Site Monitoring Warning Signs 5-20 

     O. Resolution of Monitoring Findings 5-20 



North Dakota TSO Policy Manual-Master Table of Contents January 2012 

    i. Minor Findings 5-20 

    ii. Repeated Incidence/More Serious Findings 5-20 

    iii. Significant Findings Requiring Immediate Action 5-21 

    iv. Resolution of Repeated, More Serious and Significant Findings 5-21 

    v. Removal of “Grantee on Notice” Status 5-22 

P.  Federal Funding Accountability and Transparency Act (FFATA) 5-22 

     i. Reporting Timeline for Prime Contractors 5-22 

     ii.  Reporting Timeline for Prime Grant Recipients 5-23 

     iii.  Procedures 5-23 

Chapter VI 
Fiscal Procedures 

 
VI. Fiscal Procedures  6-2 

A. In-House Grant Payment and Federal Reimbursement Voucher Process 6-2 

i. Review Process 6-2 

Table 11. TSO Subgrantee Claim Review and GTS Process 6-2 

Table 12. State Agency Claim  Reimbursement Process 6-3 

ii. Entry of State/Local Matching Share 6-3 

iii. Submission of Federal Reimbursement Voucher 6-4 

B. Federal Grant Tracking System (GTS) 6-4 

i. Types of GTS Transactions 6-4 

ii. GTS Reports 6-5 

iii. Electronic Transfer of Funds 6-5 

C. Matching Funds 6-5 

D. Grant Tracking Spreadsheet 6-6 

E. Allowable Costs 6-6 

Table 13. Applicable Federal Cost Principles by Organization Type 6-7 

 i. 2 CFR Part 225 - OMB Circular No. A-87 6-7 

 ii. NHTSA Grant Funding Policy – Allowable and Unallowable Costs 6-7 

F. Single Audit Procedures – Federal A-133 Requirements 6-8 

 
Chapter VII  

 Annual Report (AR) 
 

VII. Annual Report (AR) 7-2 

A. Overview 7-2 



North Dakota TSO Policy Manual-Master Table of Contents January 2012 

B. Federal Requirements 7-2 

i. Required AR Contents 7-2 

ii. Progress Report 7-2 

iii. Financial Obligation Closeout Summary 7-3 

iv. Optional Ideas 7-3 

C. AR Development Process Calendar 7-4 

Table 14. AR Development Process Calendar 7-4 

Chapter VIII 
Closeout 

 
VIII. Closeout 8-2 

A. Overview 8-2 

B. Deadlines 8-2 

C. Federal Grant Tracking System Closeout Process 8-2 

Table 15. HSO Closeout Process. 8-2 

D. Grant File Closeout 8-3 

  

 
Glossary 

 
Glossary 9-1 

 


	Cover Page
	Table of Contents
	Chapter III
	Chapter IV
	Grant Selection and Execution
	Chapter V
	Grant Administration and Management
	Chapter VII
	Chapter VIII

	Manual - Ch1 - Introduction
	I. Introduction
	A.  Background and Purpose
	B.  Updating Manual
	C.  Reference to NDDOT Policies and Procedures
	D.  Federal Laws and Regulations
	i. Highway Safety Act of 1966
	ii. USDOT Common Rule
	iii. Other Applicable Office of Management and Budget Circulars

	E.  State Highway Safety Agency Structure and Mission
	F.  State Laws and Federal Regulations Governing Delegation of Authority for the State Highway Safety Office
	23 CRF 1251.3  Authority.
	23 CRF 1251.4  Functions.

	G.  Roles of Federal Agencies

	Manual - Ch1 - Attachment 1
	Manual - Ch1 - Attachment 2
	Manual - Ch1 - Attachment 3
	Manual - Ch2 - Planning
	II. Planning
	A. Overview
	B.  Highway Safety Performance Plan Development Process and Calendar
	C. Coordination with the State Strategic Highway Safety Plan
	D. Identification of State and Local Problems (Data Analysis                                            Procedure)
	E.  Key Program Areas, Goals, and Strategies
	F.  Performance Measures
	G.  Public Outreach
	H.  Funding Priorities
	I. Benefit to Locals
	J.  Transfer/Incentive Funds
	K. Three Years Plus One Federal Obligation Restriction
	L.  Fund Liquidation

	Manual - Ch2 - Attachment 4
	Manual - Ch3 - Project Development
	Chapter III
	III. Project Development
	A.  Overview
	B.  Request for Proposal and/or Application
	C.  Grant Guidance Manual
	D.  Grant Development Calendar
	E.  Contract Preparation Process
	i. Time Period
	ii. Problem Identification
	iii. Agency Qualifications
	iv. Project Goals
	v. Project Activities
	vi. Performance Measures/Evaluation
	vii. Budget
	viii. Contractual Services
	ix. Travel and Subsistence

	Manual - Ch3 - Attachment 5
	Manual - Ch4 - Grant Selection and Execution
	Chapter IV
	IV. Grant Selection and Execution
	A. Proposed Grant Application Submission Process
	B. Grant Application/Distribution Log
	C. Grant Selection Process
	ii. Grant Review Team
	iii. Grant Proposal Evaluation Procedure:
	iv. Grant Negotiations
	v. Award
	vi. Debriefing Conferences
	D. Final Contract Preparation

	i. Special Conditions
	ii. Signatures
	a. TSO requirements
	b. Subgrantee requirements
	c. Educational institutions
	iii. Certification
	E. NHTSA Equipment Purchase Approval of $5,000 or More
	F. Reporting Requirements
	G. Contract Revisions
	H. Traffic Safety Office Internal Administration Processes
	49 CFR § 18.24, Matching or cost sharing, states that a matching or cost-sharing requirement may be satisfied by either or both of the following:



	Manual - Ch5 - Grant Administration and Management
	Chapter V
	Grant Administration and Management
	V. Grant Administration and Management
	A. Overview
	B. Grant Management
	C. Submission of Claims
	i. Conditions
	ii. Payment Procedures
	iv. Advances

	D. Public Information and Education (PI&E)
	i. Materials
	ii. Advertising
	iii. Sports Marketing

	E. Procurement of Goods and Services - Contracts
	F. Food/Beverage Costs
	i. TSO and Subgrantee Purchases – Federal Requirements
	Costs of alcoholic beverages are unallowable. Costs of entertainment, including amusement, diversion, and social activities and any costs directly associated with such costs (such as tickets to shows or sports events, meals, lodging, rentals, transpor...
	For additional information, refer to 2TNHTSA Highway Safety Grant Funding Policy for Field-Administered Grants2T, Part III. Unallowable Costs for Selected Items, (D) and, 2T2 CFR Part 225, Cost Principles for State, Local and Indian Tribal Governments...
	ii. TSO Purchases – State Requirements

	G. Property Management
	i. Federal and State Requirements and Thresholds
	ii. Subgrantee Property Management Systems
	iii. Subgrantee Property Records Requirements
	iv. Subgrantee Inventory
	v. TSO Inventory
	vi. Disposition

	H. Subgrantee Travel
	I. Indirect Costs
	J. Timekeeping
	K. Program Income
	L. Supplanting
	M. Grant File Maintenance
	N. Monitoring
	i. Purpose
	i. Minor Findings
	ii. Repeated Incidence/More Serious Findings
	iii. Significant Findings Requiring Immediate Action
	iv. Resolution of Repeated, More Serious, and Significant Findings
	v. Removal of “Grantee on Notice” status
	i. Reporting Timeline for Prime Contractors
	ii. Reporting Timeline for Prime Grant Recipients
	iii. Procedures



	Manual - Ch5 - Attachment 6
	Manual - Ch5 - Attachment 7
	Manual - Ch5 - Attachment 8
	Manual - Ch6 - Attachment 9
	Manual - Ch6 - Fiscal Procedures
	VI. Fiscal Procedures
	A. In-house Grant Payment and Federal Reimbursement Voucher Process
	i. Review Process
	ii. Entry of State/Local Matching Share

	B. Federal Grant Tracking System (GTS)
	i. Types of GTS Transactions
	ii. GTS Reports
	iii. Electronic Transfer of Funds

	C. Matching Funds
	D. Grant Tracking Spreadsheet
	E. Allowable Costs
	ii. NHTSA Grant Funding Policy - Allowable and Unallowable Costs

	F. Single Audit Procedures – Federal A-133 Requirements

	Manual - Ch7 - Annual Report
	Chapter VII
	VII. Annual Report (AR)
	A. Overview
	B. Federal Requirements
	i. Required AR Contents
	ii. Progress Report
	iii. Financial Obligation Closeout Summary

	C. AR Development Process Calendar

	Manual - Ch8 - Closeout
	Chapter VIII
	VIII. Closeout
	A. Overview
	B. Deadlines
	C.  Federal Grant Tracking System Closeout Process
	D. Grant File Closeout

	Glossary
	Definitions and Acronyms




